
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on mmpleting th is  form! Forw-ard signed original to 
Department of Archives and History, Remrds Management Division, 330 Capitol Avenue, Atlanta. Georgia. 30334, 
Attention: Schedulina Section. 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORM MANAGEMENT DIVISION 

1. Dates of Sariis 
iarliest Latest 

1977 I to  date I 
i. Division and Office Function 

Career Education Incen t i ve  Act (P.L.  95-207) F i l e s  
What is the function of the Division and the Office in which this record series i s  created’ 

5. Records W i r  Ti lfollowed by title used in office; if differend 

The Career Education U n i t  Consul tant i s  responsib le  for p rov id ing  consu l ta t i on  and 
techn ica l  ass is tance t o  l o c a l  educat ion agencies and Department o f  Education personnel 
i n  career  educat ion.  Add i t i ona l  r e s p o n s i b i l i t i e s  inc lude r o n i t o r i n g  f e d e r a l l y  
funded career educat ion programs. 
developing and f i e l d  t e s t i n g  new mate r ia l s  and innovat ive  procedures and prepar ing  
and d isseminat ing repo r t s  r e l a t e d  t o  career  education. 

The consu l tan t  i s  a l s o  responsib le  for planning, 

1. Record * is  Dcrcription 

Documents relating to: 

Th is  file contains the following documents linclua form m m h  and tit!es, if any): 
Attach samples of the file. 

Admin i s t ra t i ng  the  Career Education Incen t i ve  Act  at t h e  s t a t e  
and l o c a l  educat ional  l eve l s .  

Indudedare: Correspondence r e l a t e d  to  the  program, cont rac ts  w i t h  i n d i v i d u a l s  and o the r  
agencies, budgets, funded p r o j e c t  proposals,  q u a r t e r l y  and f i n a l  repo r t s  from LEAS, 
funding data, eva lua t ion  data and repo r t s  submit ted t o  the  O f f i c e  o f  Career Education. 

Fileiswranged: A lphabe t i ca l l y  by category o f  item. 

%. Monthly Reference Rate How often are remrds referred to which are: 

9ne to six months old A; Seven to twelve months old 7; Thirteen to twenty-four months old 7; 
twentyfive months and older 2 ? 

9. Annual Rate of Ammolation of Records 
Lettersize drawers 4 ;Legal&edraWen ;shelves : Omer lrpecifvl 

R-93-71, R.v.76 108-4 



YES NO 

X 

a. State Law d. Audit period years. 
b. Statute of limitation years. e. Administrative need 5 y e a r s .  
c. Fedwal *w 5 years. f .  Federal retention instructions 5 years. 

Attach mpy or e x m  of laws or regulations. Explain administrative need. 

10. Qlationruire (Place an "X" in the proper mlumn) 
a. Is th is  the official ODW of the series? 

b. Does the H i e s  contain mnfidential information requiring security handling? H yes, biie law or regulation. 
If not. h e r e  is it? 

F i l e s  a r e  sub jec t  to  federa l  review a t  any t ime du r ing  the f i ve-year  i n t e r v a l  f o l l o w i n g  
funding. 

12 Approved Dqs i t ion  Innructions This agency recommends that the file series be cut off a t  the end of each: 
0 CslendarYear: [B FiralYear: Other 

month(s) A y e a r ( s 1 ;  then 

then, 
(Federal--0ct .  1-Sept. 30) 

a Hold in the current files area 
Transfer to local holding area; hold 

El Transfer to State Remrds Center; hold 4 y e a r l s l ;  then 
fl Destroy. 
0 Transfer to State Archives for permanent retention. 

Other (Specify) 

yearls); then 

In addition t o  t h e  above: 
Transfer one copy of t h e  Annual Report  each year  t o  t h e  Department of Arch ives 

and H i s t o r y  f o r  permanent re ten t i on .  

These instructions apply to al l  prior and f u t u e  acwmulations of the rrier. 

, 


